ORDERS PLACED IN TAP
TAXPAYER ACCESS POINT (TAP)
(Placing Orders)

Go to the TAP website at https://tap.dor.mt.gov/ /#1

(you can add this site to your favorites)

You can access all the TAP Instructions at www.revenue.mt.gov

Click “Liquor Control”, Liquor Distribution and ? TAP Instructions

You are now at the “TAP” Website

Click “Liquor”

@ nttps://tap.dormtgov/ /51 O~ @ ¢ X
File Edit View Favorites Tools Help

M- ~ [ = v Pagev Safetyv Toolsv @~ N W]

A =
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Give us your feedback )|

e Welcome to Taxpayer Access Point (TAP)
Home Welcome to the Montana Department of Revenue's

Back Online Services including Free Filing

FAQs

Navigation

Use these services to quickly and easily file returns, make payments, access your
_ account online and conduct other common transactions with the Department of
Revenue.

Individua.

Unclaimed Property
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https://tap.dor.mt.gov/_/#1
http://www.revenue.mt.gov/

Click “Login”

B N
Give us your feedback

FAQs

Navigation

Revised 4/22/2013

Liquor Services

The Liguor Control Division is committed to providing quality electronic services to
customers with liguor vendor accounts, agency store owners, liguor licensees and
registrants. To log in to your account or sign up for account access, please click on one
of the links below TAP Services. Other Services are available for all users. If you
experience any problems, please contact us toll free at (866)-859-2254 or 444-6900 (in

Helena)

TAP Services

Login REQUIRED

Login )

( Sign up Now! )

Login Services Include:

changes

agreements

hard cider tax refurns

Stores only)

Stores only)
Access product reports

Call 406-444-0719 or
800-332-6135, option 2

Make and view paymenis
Reguest name and address

File & FPay Liguor License Renewals
File requests for license changes,
alterations, non-use status

File catering reports & wholesale
File, view & amend beer, wine &

View & print orders, backorders,
invoices and coupons (Agency Lig.

Online ordering (Agency Liguor

Other Services

( Vendor Calculator )

( Vendor Calculator - Up )

( License Search )

( Server Training Submit )

( Server Training Search )

email: MLohrman@mt.gov Page 2



Type “Username” and “Password”

You should have signed up before trying to Login.

et 7 7
Click “Login
Locin
Usemame HOT TIPS
r | Know Your TAP Colors
Gads Password = Required.
Navigation | [Green| = OK, your entries are valid.
Home Authorizafion Code: = Needs correction. Place your cursor
Login | | over the field to learn more.
If you have received an authorization code please enter it above. = View only. Look for Change button
Authorization codes are sent out as an added security step for new nearby.
logins and forgotten passwords. You can contact us toll free at 1

(866) 859-2254 or in Helena at 444-6300.

Login

After logging into your account you will be at the Account Details Screen.

Click your “Account I.D.” to access orders

Give us your feedback
" [T

Montana Tax Number Legal Name

Balance DBA Name
Location Address
FAQ's
Log OfF lailing Address

RunDate: 17-Jan-2012
Toggle Log

Letters™

Weob Messaging

Account Type Name Frequency  Addeess Balante
004-L1Q  Agoy Lig Str Weehly-Mon

Oniine Services | Depariment of Revenue | Privacy & Security Policy | Accessibility | Contact Us
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This will bring up the “Processed and Pending Customer Orders” screen. Now you can enter a
“NEW Order” or “Change Order” (which is an existing order) for the needed filing period on the
Order Detail column. To view these items, Double Click “Change Order” and notice Status says
Confirmed.

-
Give us your feedback

Account ID: 003-LIC
Processed and Pending Cu

r Orders

g:::: Invoice # Order Detail Period  Closed Status Posted Price Agent Price  Invoice/Coupon Order Adjustments Order Confirmation
FAGS eb-2013  31-Jan-9999 MNEW 0.00 0.00
Log Off 208433 Change Orde 20-Feb-2013 Confirmed 8,589.60 7.548.28
RunDate: 20-Feb-2013 205329 Order Details 13-Feb-2013  13-Feb-2013  Shipped 103,385.20 90,854.45 Invoice/Coupon Order Confirmafion
Toggle Log 205243 Order Details 08-Feb-2013  06-Feb-2013  Shipped 114,251.15 100,423.68 Invoice/Coupon Order Confirmafion
205114 Order Details 30-Jan-2013  31-Jan-2013  Shipped 165,855.95 145749.23 Invoice/Coupon Order Confirmafion
Mavigation 205014 Order Details 16-Jan-2013 17-Jan-2013  Shipped 177,072.80 155,606.26 Invoice/Coupon Order Confirmafion
My Accounts 205013 Order Details 09-Jan-2013  09-Jan-2013  Shipped 125.70 110.46 Invoice/Coupon Order Confirmafion
Lig. Store 207304 Order Details 09-Jan-2013  09-Jan-2013  Shipped 73,430.40 64,528 44 Invoice/Coupon Order Confirmafion
Request 207305 Order Details 26-Dec-2012  27-Dec-2012  Shipped 20,620.20 18,120.41 Invoice/Coupon Order Confirmaticn
207811 Order Details 02-Jan-2013  02-Jan-2013  Shipped 97 785.60 85,931.05 Invoice/Coupon Order Confirmaficn
DR 207696 Order Detalls ~ 26-Dec-2012  27-Dec-2012  Shipped 15355100 134,936.01 Invoice/Coupon Order Confirmation
Submit RLD 207592 Order Details 19-Dec-2012  20-Dec-2012 Shipped 191,090.10 167,924.25 Invoice/Coupon Order Confirmaticn
BRI 207468 Order Details ~ 12-Dec-2012  12-Dec-2012  Shipped 111,803.25 98,249.34 Invoice/Cougon Order Canfirmation

A”Change Order” (existing order) may be Back Order items that have been received and reserved.

Double Click on “Bottles Confirmed” and then “Cases Confirmed”. This will bring up the
reserved items (bottles or cases depending on what was ordered and now reserved).

Liguor Order lable

Order Pick Date | 54 ppr 2043 You must order at least 4 cases minimum

Total Number of Bottles Crrdered: 10 Total Humber of Cases Ordered: 0
Click Here to View Pri

Type name or item number in green box to search

1 - 50 of 3,661 4« <« D 2 3 4 5 e m
Filier
ltem Id - ltem Mame Bottles Requested Confirmed  Cases Requested Confirmed Inventory Class My ltem:
290-041781-05 - SMIRNOFF CRANGE YODKA 10 10 0 0 Special Crder ltem Myltems
330-045187-10 - MR BOSTON DARK RUM 30 PF 0 0 0 0 Regular Listed ltem
Revised 4/22/2013 Call 406-444-0719 or email: MLohrman@mt.gov Page 4
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This will bring you to your “Web Liquor Order” screen. The pick date will be selected for you.

Click “View/Change Liquor Order” to update or place your order.

Give us your feedback

SUMMARY

Web Liquor Order

FAGs ]
1. Select the Pick Date for your order
Log OFf 20-Feb-2013 H

RunDate: 20-Feb-2013 If the Pick Date (not submit date) above falls on a holiday, please enter H
Toggle Log your alternate pick date

Navigation
Note: You must submit your new order before 4 AM and changes before 11 AM of the Pick Date

My Accounts

Lig. Store
Request

Submit 2 View/Change liquor order

Cancel Total Mumber of Bottles Ordered: 2 Total Mumber of Cases Ordersd: 33

= "
II

Confirmed: 2 Confirmed: 33

3. Once your order is complete, please click Submit

The Liquor Order Table is where you place an order. You can search for the item and add or

remove bottles or cases.

Type the Item Name or NABCA Number in the green “Filter Box” and Click “Enter”. This will
bring you to the product item. Type the quantity needed under “Bottles Requested” or “Cases

Requested” (highlighted in green).

Liquor Order Table

Order Pick Date 20.Feb-2013

Total Humber of Botiles Crdersd: 0l Total Humber of Cases Ordared:

Click He w Price Books

Type name or item nu green box to search

1 - 50 of 3,540 2 3 4 L
Fitter
Id - ltem Name Botiles Requested Confirmed  Cases Requested Confirmed Inventory Class My lfems
20-000875-75 - 3 SECONDS BLACK 8 YR CANADIAN WHISKEY 1] 1] 0 0 Special Order ltem Myltems
020-D03855-75 - HERRADURA SILVER TEQUILA 0 0 0 0 Regular Listed ltem Myltems
020-D003656-75 - HERRADURA ANEJD TEQUILA 0 0 0 0 Regular Listed ltem Myltems
020-D03657-75 - HERRADURA REPOSADC TEQUILA 0 0 0 0 Regular Listed ltem Myltems
040-002299-10 - EARLY TIMES MINT JULEP 0 0 0 0 Special Order ltem Myltems
100-004046-75 - ABERLOUR A'BUNADH 1] 1] 0 0 Special Order ltem Myltems
100-004086-T5 - ARDEBEG SINGLE ISLAY 10 YR 1] 1] 0 0 Special Order ltem Myltems
100-004111-75 - ARDEEG UIGEADAIL 1] [i] 0 0 Special Order ltem Myltems
100-004125-75 - ARDMORE SINGLE MALT SCOTCH 0 [i] 0 0 Special Order ltem Myltems
100-004356-T5 - BALVENIE DOUBLEWOOD 12 YR 0 [i] 0 0 Regular Listed ltem Myltems
Revised 4/22/2013 Call 406-444-0719 or email: MLohrman@mt.gov Page 5
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The Liquor Order Table keeps a running total of your bottles and cases.

Liquor Order Table

Order Pick Date 17-Jan-2012

Total Number of Bottles Ordered: 16 Total Number of Cases Ordered: 13
Click Here to View Price Books

Type name or item number in green box to search

1-50 of 939 « <« [EH 2 3 4 5 » m

|

Item Id - ltem Name Bottles Requested Confirmed Repackable? Cases Requested Confirmed Inventory Class
101 - 005332 - 75 - JOHNNIE WALKER GOLD LABEL 1 1 Yes 0 0 Special Order Item
351 - 048116 - 75 - HENNESSY VSOP COGNAC 3 3 Yes 0 0 Special Order ltem
355 - 051036 - 75 - ASBACH URALT BRANDY 0 0 No 1 1 Special Order Item
385 - 053616 - 75 - CAPTAIN APPLEJACK 100 PF 0 0 No 1 1 Special Order Item
450 - 065121 - 05 - GRAND MARNIER LIQ 80 PF 12 12 Yes 0 0 Special Order ltem
475 - 064446 - 75 - BERENTZEN APFELKORN 0 0 No 1 1 Special Order Item

To return to the full list, highlight the item in the green filter box and hit “Backspace and Enter”. The list
will appear again. Continue with your order.

112%
fem Id - fem Name Botfles Requested  Confirmed  Cases Requested  Confirned Iventory Class My fterns
110-01129-5 - CROWN ROYAL ( 0 0 0 RegularListed tem ~ Mykems

Revised 4/22/2013 Call 406-444-0719 or email: MLohrman@mt.gov Page 6
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Any items you ordered in the last year are classified as “My Items”. These items will stay on your
order for a year. If you don’t order it again it will then drop off. If you order the item regularly it
will always be on your order form and any first time ordered item will automatically become a
“My Items”. The TAP product item list is identical to your hard copy of product items.

Type name or item number in green box to search

1-50 of 3,461 4 <4 n 2 3 i 5  om

Itern 1d - Itern Mame Bottles Requested  Confirned  Cases Requested  Confirmed Inventory Class My tems
015-001319-75 - 12 CROWN ROYAL RESERVE WIGLASSES 0 0 0 0 Seasonal Product Myltems
020-003656-75 - HERRADURA ANEJO TEQUILA 0 0 0 0 Reqular Listed ltem Myltems
10000435675 - BALVENIE DOUBLEWOOD 12 YR 0 0 0 0 Regular Listed ftem Myltems
100-004376-75 - BALVENIE SINGLE BARREL 15 YR 0 0 0 0 Special Order ltem Myltems
100-004656-75 - BUNNAHABHAIN 12 YR 92.6 PF 0 0 0 0 Special Order tem Myltems
100-004825-75 - DALMORE SINGLE MALT SCOTCH 0 0 0 0 Regular Listed ltem Myltems
100-004546-75 - DALWHINNIE MALT SCOTCH 0 0 0 0 Reqular Listed ltem Myltems

Bottles or Cases Requested means what product you are requesting on your order. Confirmed
means that product has been reserved for you.

Item Id - Item Name Bottles Requested Confirmed Repackable? Cases Requested Confirmed Inventory Class
101 - 005332 - 75 - JOHNNIE WALKER GOLD LABEL 1 1 Yes 0 0 Special Order Item
351 - 048116 - 75 - HENNESSY VSOP COGNAC 3 3 Yes 0 0 Special Order Item
355 - 051036 - 75 - ASBACH URALT BRANDY 0 0 No 1 1 Special Order Item
385 - 053616 - 75 - CAPTAIN APPLEJACK 100 PF 0 0 No 1 1 Special Order Item
450 - 065121 - 05 - GRAND MARNIER LIQ 80 PF 12 12 Yes 0 0 Special Order Item
475 - 064446 - 75 - BERENTZEN APFELKORN 0 0 No 1 1 Special Order Item
010 - 001371 - 05 - BACARDI MULTI-FLAVORED PACK 0 0 No 0 Special Order ltem
020 - 003657 - 75 - HERRADURA REPOSADO TEQUILA 0 0 Yes 10 0 Regular Listed Item
Revised 4/22/2013 Call 406-444-0719 or email: MLohrman@mt.gov Page 7
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When you are done changing items to your order, Click the “OK” button at the bottom right corner
on any Liquor Order Table page.

TUU-UUSUET-/5 - GLENLIVE | FHENUH OAK HES 15YH u u u U Hegular Listed Item Myltems
100-005075-75 - GLENLIVET ARCHIVE 21 ¥R 1] 1] 1] 0 Special Order ltem Myltems
100-005073-75 - GLENMORAMGIE ASTAR SCOTCH 1] 1] 1] 0 Special Order ltem Myltems
100-005086-75 - GLENLIVET MADURRA 16 YR SINGLE MALT 1] 1] 1] 0 Special Order ltem Myltems
100-005103-75 - GLENMORAMNGIE LASANTA SCOTCH 1] 1] 1] 0 Special Order ltem Myltems
100-005105-75 - GLENMORAMNGIE QUINTA RUBAN SCOTCH 1] 1] 1] 0 Special Order ltem Myltems
100-005133-75 - GLENMORANGIE ORIGINAL 10 YR 1] 1] 1] 0 Regular Listed ltem Myltems
100-005136-75 - GLENMORAMGIE SINGLE MALT 18 YR 1] 1] 1] 0 Special Order ltem Myltems
100-005246-75 - HIGHLAND PARK 12 ¥R &6 PF 1] 1] 1] 0 Regular Listed ltem Myltems
100-005273-75 - ISLE OF JURA PROPHECY SINGLE MALT 1] 1] 1] 0 Special Order ltem Myltems
100-005280-75 - ISLE OF JURA SUPERSTITION 1] 1] 1] 0 Special Order ltem Myltems

1 - 50 of 3,544 4 =« EB 2 3 4 5 [ ]

IMPORTANT:

This will bring you to the Web Liquor Order screen. If you are done with your order, Click the
“Submit” button on the left side of the page to submit your order. This screen will give you your
total bottles and total cases ordered.

Your order is now submitted.

Give us your feedback

' SUMMARY

Web Liquor Order

FAGs )

L on OF 1. Select the Pick Date for your order 20-Feb-2013 H

RunDate: 20-Feb-2013 If the Pick Date (not submit date) above falls on a holiday, please enter H
your alternate pick date

Toggle Log

Navigation

My Accounts
Lig. Store

Note: You must submit your new order before 4 AM and changes before 11 AM of the Pick Date

Request
2. View/Change liquor order
Total Mumber of Bofles Ordered: 2 Total Number of Cases Ordered: 33
Confirmead: 2 Confirmad: 33

3. Once your order is complete, please click Submit

Revised 4/22/2013 Call 406-444-0719 or email: MLohrman@mt.gov Page 8
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Click “View” and “Print” if you need a hard copy for your file. If you need to make more changes
to your order, Click “Ok”. This brings you back to the “Processed and Pending Customer Orders”
screen.

B
Give us your feedback

STATUS

Home
Back
FAQs

Log Off

RunDate: 10-Apr-2013
Toggle Log

Your Liquor Order request has been submitted and your tracking number iz 0-828-379-648. Please note that it will take about 45 seconds for us to
process your order and update your TAP account.

If you have any quesfiens or concems please contact us toll free at 1-300-332-6135 option 2 (in Helena 444-0719) or visit wwww.mi.govirevenue.

Navigation

My Accounts
Lig. Store
Request

- )
R . )
View and Print

You can go back as many times as you need to make changes. Click on the “My Accounts ID”.
This will take you to the “Change Order” screen.

LIRSS s NAMES AND ADDRESSES

Montana Tax Mumber Legal Mame
Mailing Address

Balance

FAQs Location Address

Log Off
RunDate: 04-Mar-2013
Toggle Log

REGUESTS" | | WEB MESSAGING® | | LETTERS

MY ACCOUNTS!

MY ACCOUNTS o - -
Navigation Hide History W Filter

Id Account Type Name Frequency Address Balance

My Accounts

Lig. Siore 03-LIQ  Agey Lig Sir Weekly-Wed | 7
View My Profile
Revised 4/22/2013 Call 406-444-0719 or email: MLohrman@mt.gov Page 9
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Click on “View/Change Liquor Order” to make changes.

foadhank

Give us your

' SUMMARY

Web Liquor Order

FAQs !
Log OFF 1. Select the Pick Date for your order 20-Feb-2013 -

RunDate: 20-Feb-2013 If the Pick Date (not submit date) above falls on a holiday. please enter _ -
Toggle Log your alternate pick date -
Navigation
Note: You must submit your new order before 4 AM and changes before 11 AM of the Pick Date
My Accounts
Lig. Store
Request
2. View/Change liquor order
Total Mumber of Bofles Ordered: 2 Total Number of Cases Ordered: 33
Confirmead: 2 Confirmad: 33

3. Once your order is complete, please click Submit

On the Processed and Pending Customer Orders screen Click “Change Order” to make changes.

Gave us your feedback i omer Orders

Closed Stas Posted Price . Agent Price ivolce/Coupon Order Adusenerts
Request Waiting 0 0.00
ae 10Jan2012  Shipped 205 1807208 Invoice/Coupon
Baek 27.0ec2011  Shipped 829480 nvoice'Coupon
FAQ'S 03-Jan2012  Shpped 80 1182305 kvoice/Coupon
130ec2011  Shipped 2087135 1834696 Ivoice'Coupon
gy 200ec2011  Stipped 2620460 2303515 kwoice/Coupon
RunDate: 17-Jan-2012 202194 Ordes Detas  05Dec-2011  06-Dec2011  Shipped 18.688 05 16.427.73 IvoiceCoupon
Toggle Log 202027 Orcier Détais  28Now-2011  20-Nov-2011  Shipped 16,436 20 1444624 Imvoice/Coupon
201923 Oree Detais  21.Nov-2011  22.Now2011  Shipped 22582 40 1985105 Ivoice’Coupon
201825 Order Detals  14Now-2011  15Nov-2011  Shipped 1827645 16.08591 Ivoice/Coupon
2017129 Oeder Detals  O7-Nov-2011  08-Now2011  Shipped 2308985 2029713 Invoice'Coupon
201610 Order Desals  31.04.2011  01.Nov2011  Shipped 1824245 16.036.02 Ivoice/Coupon
Revised 4/22/2013 Call 406-444-0719 or email: MLohrman@mt.gov Page 10
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Click “Ok” when you have completed making all your changes.

TUU-UUSUET-/5 - GLENLIVE | FHENUH OAK HES 15YH u u u U Hegular Listed Item Myltems
100-005075-75 - GLENLIVET ARCHIVE 21 ¥R 1] 1] 1] 0 Special Order ltem Myltems
100-005073-75 - GLENMORAMGIE ASTAR SCOTCH 1] 1] 1] 0 Special Order ltem Myltems
100-005086-75 - GLENLIVET MADURRA 16 YR SINGLE MALT 1] 1] 1] 0 Special Order ltem Myltems
100-005103-75 - GLENMORAMNGIE LASANTA SCOTCH 1] 1] 1] 0 Special Order ltem Myltems
100-005105-75 - GLENMORAMNGIE QUINTA RUBAN SCOTCH 1] 1] 1] 0 Special Order ltem Myltems
100-005133-75 - GLENMORANGIE ORIGINAL 10 YR 1] 1] 1] 0 Regular Listed ltem Myltems
100-005136-75 - GLENMORAMGIE SINGLE MALT 18 YR 1] 1] 1] 0 Special Order ltem Myltems
100-005246-75 - HIGHLAND PARK 12 ¥R &6 PF 1] 1] 1] 0 Regular Listed ltem Myltems
100-005273-75 - ISLE OF JURA PROPHECY SINGLE MALT 1] 1] 1] 0 Special Order ltem Myltems
100-005280-75 - ISLE OF JURA SUPERSTITION 1] 1] 1] 0 Special Order ltem Myltems

1 - 50 of 3,544 4 =« EB 2 3 4 5 [ ]

- €D

Click “Submit” when you are done making all your changes.

Give us your feedback

' SUMMARY

Web Liquor Order

1. Select the Pick Date for your order 0.Feb-2013 -
If the Pick Date (not submit date) above falls on a holiday. please enter _ -
your alternate pick date -

Note: You must submit your new order before 4 AM and changes before 11 AM of the Pick Date

FAQs
Log Off

RunDate: 20-Feb-2013
Togale Log

Navigation

My Accounts
Lig. Store
Request

2. View/Change liquor order
Total Humber of Bottles Ordered: 2 Total Mumber of Cases Ordered: 33
Confirmed: 2 Confirmed: 33

3. Once your order is complete, please click Submit

Revised 4/22/2013 Call 406-444-0719 or email: MLohrman@mt.gov Page 11
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NOTE: Orders placed before your pick date will be processed every night and will
have confirmed quantities the next morning. Any changes to a confirmed order will
be visible within seconds and confirmed quantities will be accurate.

“Changes” and “Submit” to your TAP order can be made until
10:50 AM on your pick date.

The TAP “Submit” button must be clicked before 10:50 AM for changes
to become effective or the order will be rejected by the system.

After submitting your order you will receive a Confirmation for your order. Click “Logoff”.

Give us oo f ck 1
e

Woar Liquor Ovder reques] has baen submiied and your confimation frumber is 1 16632 Plaase nobs thal i will Liks sboul 45 saconds: o us
Back I pRGEaEE you Shder Bhd updae your TAP seeounl
FAGs

Lo ON

RunDate: 20-Feb-2013

Toggte Log
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